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BSO Tutorial for Tax Year 2004

Create Forms W-2
Online

Contains the following lessons:

e (Create Forms W-2 Online
e Resume the Creation of Unsubmitted Form W-2s
e Download Submitted W-2s
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Lesson 1: Create Forms W-2 Online

Follow the instructions below to create up to 20 Forms W-2 online.

Step 1: Point your browser to the Business Services Online Welcome page:
www.soclalsecurity.gov/bso/bsowelcome.htm.

Step 2: Select the Login link on the Business Services Online Welcome page. The system
displays the General Login Attestation page.

. Social SecurityOpline

ii- Business Services Online

General Login Attestation
User Certification for SSA Business Services Oniine
| understand that the Social Security Administration (SSA) will validate the information | provide against the information in SSA's files.
| certify that:

« | understand that | may be subject to penalties if | submit fraudulent information. | agree that | am responsible for all actions taken
with my PIN.

« | am aware that any person who knowingly and willingly makes any representation to falsely obtain information from Social Security
records andfor intends to deceive the Social Security Administration as to the true identity of an individual could be punished by a
fine or imprisonment, or both

« | am the individual authorized to do business under this PIM.

By selecting the "l Accept” button, you certify that you have read, understand and agree to the user certification of Business Services
Online.

laccept | DO NOT Accept |

Step 3: Select the I Accept button (located at the bottom of the page) after reading the
conditions defined on the General Login Attestation page. The system displays the
Business Services Online Login page.
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Somal SecurityOnline

" Busmess Serv1ces Onlme

4 BSO Help

Business Services Online Login

Type your Personal ldentification Mumber {PIN) and password, then select Login.

PIN: I Passwurd:l
Select this link if you forgot your password.

Select this link if you need to complete your phone registration.

Loginl Cancel I

Have a guestion? Call 1-800-7726270 to speak with Employer Custormer Service personnel.
Faor TODVTTY call 1-800-325-0778.

Step 4: Enter your PIN and password.

Step 5:  Select the Login button. The system displays the BSO Home Page. (To return to the
Business Services Online Welcome page, select the Cancel button.)
Step 6: Select the Enter Forms W-2 for Tax Year 2004 link.

¥ Enter Forms W-2 for Tax Year 2004
Create, print, and it your Forms W2 and Forr W-3 for Tax Year 2004, Twenty (20) reports can be entered at one time.

The system displays the Wage Reporting Attestation page.
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2 = Social SecurityOnline

~ii- Business Services Online
Wage Reporting Aftestation
User Certification for Wage Reporting via the SSA Business Services Online
| understand that the Social Security Administration (SSA) will validate the information | provide against the information in SSA's files.

| certify that | am the individual authorized to conduct business under this PIN and have the authority to either attest to the accuracy of the
data andfor transmit wage information and to receive employes wage information for the employer.

By selecting the "l Accept” button, you certify that you have read, understand and agree to the user certification of Business Services
Onling.

I Accept | 1DOMNOT Accept |

Step 7: Select the I Accept button after reading the conditions defined on the Wage
Reporting Attestation page. The system displays the W-2 Online Information for
Tax Year 2004 page.
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fm . Sodial SecurityOnline
.- Business Services Online

EW—Z Online Help|

W-2 Online
Information for Tax Year 2004

WW-2 Online lets you create, print, and submit up to 20 Forms W-2 to the Social Security Administration. Y'au
may not use W-2 Online if any of the restrictions below apply toyou.

Mate: Wi-2 Online does not cantain any Test features. Please do not submit any data wou do notwant
processed by the Sacial Security Administration.

Data entered in boxes 14 thraugh 20 an the Faorm wWW-2 will not he shown on the Form W3, Howeser, this data
will be displayed on individual W-2s when printed. State data submitted to the Social Security Administration
will not be furnished to the State.

You will need Adobe Acrobat Reader (version 5.0 is recommended) to print wour Form W-3 and Formes -2,
Follow this link to go to Adobe's free download page.

BEFORE CONTINUING, YOU MUST:

« Read all restrictions carefully.
= erify your registration infarmation.
» Specify whether you are filing for yvourself or another company.

When you have finished, select the Condinue button atthe bottom of this page.
The following RESTRICTIONS apply to all W-2 Reports:

w  Third-party sick pay recap forms may not be filed using Farms W-2.

s Apent Indicator Codes may not be filed using Forms W-2,

» Aage reports for employers in the Marshall Islands, Palad, and the Federated States of Micronesia
may not be filed using Forms W-2. Employers should complete Internal Revenue Service Form 1120,

» Selfemploved income recipients whao are not paid wages by a church or religious arganization should
notfile Forms Y-2

Note: SeffFamploviment incorme and applicaibie taxes must be reportad on the Internal Revehle Service Form
Schedule SE, as requirad by the Internal Revenus Senice. IFyvou have quastions oh selfFempioyment income
and tax reporting, visit the Infernal Revenue Service st www Irs. gov or cgll 1-G00-8259-1040. For TOOTTY
call 1-800-826-4003,

The following RESTRICTIONS apply only to W-2 Online:

® Do MNOTuseW-2 Online ifyou are attempting to file Forms Wy-2c.

o Do MNOTuseVW-2 Online ifyou are filing for a tax year other than 2004.

w Do MOT useW-2 Onling ifyou are filing farwages earned in American Samoa, Guam, Puerta Ricao, the
Morthern Mariana Islands, or the Yirgin Islands.

o Do MNOT use -2 Online ifyoud are filing for United States military wages or using a military Employer
|dentification Kumber {EIM).

* You mayenter upto 20 Farms W-2 per Form ¥-3 using this system.
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REGISTRATION INFORMATION

You provided the following contact information when you registered to use Business Services Online. This
infarmation will he saved with your annual wage report so that we can contactyou if questions arize. Pleaze
checkto be sure this information is correct.

vour Company's Name: ACME _ASSOCIATES
Your Company's EIN;  99-9999999
Your Mame: JANE DOE

vour Address: 123 ANYWHERE STREET
ANYTOWN, ST 99999

Your Phone: 1235550100

Your Extension {optional). <Mot Specified=
Your Fax (optional). <Not Specified=

Your E-Mail Address (optional). <Mot Specified>

[fthe above registration information is no longer accurate, please follow this link to log out and update it.

Ifyou need assistance with the information requested on either the Form YW-2 or Form W-3, please visit the
Internal Revenue Serice wehsite at www . irs.gow or call 1-800-829-4833. For TDDUTYY call 1-800-828-
40589

FOR WHOM ARE YOU FILING?

Flease choose ane of the fallowing options:
7 Jam filing Forms W-2 for my company's employees.
 lam filing Forms W-2 for another company's employees.,

| Options
Continue | ! Continue with W-2 Online. Read Privacy Act and Paperwork Reduction Act
' Motice,
| Cancel l | Ahandon your changes and return to the BS0O Home Page.

Friwvacy Act and Papervwork Reduction Act Notice.
Wie ask for the information on Forms -2 and W-3 to care out the Internal Revenue lams of the United States. \le need it to
figure and collect the right amount of tax Section G051 and its regulations require you to fumnizsh wage and tax statements to
employees and to the Social Security Administration. Section 5109 requires wou to provide wour employer identification
number. Routine uses of this information include giving it to the Depatment of Justice for civil and criminal litigation, and to
cities, states, and the District of Columbia for use in administrating their tax law. If you fail to provide this information in a
timely manner, you may be subject to penalties.
| ¥ou are not required to provide the information requested on a form that issubject to the Papenwoi Reduction Act unless the
form displaws 3 walid OMB control number. Books or records relating to a form or its instructions must be retained as long as
their contents may become material in the administration of any Internal Revenue law, Generally, tax returns and return
information are confidential, as required by section 5103,

The time needed to complete and file these forms will vary depending on individual circumstances. The estimated average
i times are: Forrm W-2 -- 30 minutes, and Form W-3 -- 29 minutes.

If you have any existing unsubmitted reports, the system displays the W-2
Online Unsubmitted Reports for Tax Year 2004 page. For TY 2004, you may
have a maximum of five unsubmitted reports at one time. If there are four or
fewer reports, you may continue without submitting the existing reports by
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selecting the Start a New Report button. Refer to Lesson 2: Resume Unsubmitted
W-2s for more information. If you have the maximum of five unsubmitted reports,
you must first submit an existing report before starting a new one.

Step 8: Select the appropriate response for the FOR WHOM ARE YOU FILING? section
after reviewing the Registration Information.

The FOR WHOM ARE YOU FILING? radio buttons are not available for
self-employed users.

Step 9: Select the Continue button after reviewing the Privacy Act and Paperwork
Reduction Act notice. The system displays the W-2 Online Employer Data for Tax
Year 2004 page. (To return to the BSO Home Page, select the Cancel button.)
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s Social SecurityOnline !
=i Business Services Online

@ -2 Online Help

W-2 Online
Employer Data for Tax Year 2004

Please fill in your information below:

Fields maked with an asterisk ( 2 AWUST be completed.

Employer's Information
Employer |dentification Mumber (EIN)Y * |99-9999999

Employer's Name = |

Employer's Address

Address Line 1: |

Address Line 2; |

ity |
Please enter a U.S. Domestic Address OR a Foreign Address

Country *: |Unitec| States ;I

State Abhreviation gar U537 Province = |

Zip ! Postal Code *: I Zip Ext: (u_s_unh;)l

Other EIM used this yvear : I

Please select Kind of Payer *; )

¥ 7 g4t (Regulan {993 (Agricuture)  (Note: Military payers cannat file using this sarvice)
' CTA(Railoady T Hshid. emp. " Medicare gowt. emp. (For Govemment EINs ONLYT)
Warning! Be sure to select the appropriate Kind of Payer. ¥ou will not be given an

opportunity to change your selection later.

] Third-party sick pay

Establishment Number: I

W3 Control Mumber: |

Contact Person

Mame = LIANE DOE

E-mail Address: |

Telephone Number: I123-555-D'1 [ai] {(Contact Person) E}d:l
Fax Number: I

Options

Continue | Save your entries and hegin creating W-2s.
‘ Cancel | Abandon your entries and return to the BEO Home Page.
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W-2 Online

Step 10: Enter your employer information.

All fields marked with an asterisk (*) must be completed.

Step 11: Select the Continue button. The system displays the W-2 Online Form W-2 for Tax
Year 2004 page. (To return to the BSO Home Page, select the Cancel button.)

i Business Services Online

W-2 Status:
You are currently working on W-2 number 1.

%
%

EW—Z Online Help|

W-2 Online
Form W-2 for Tax Year 2004

Fields marked with an asterisk { * 3 MUST be completed.

= Control Humber

Far Official Use Only
| OMB Mo. 1645-0008

b Emplover Identification Humber

1Wiages, tips, other compensation

2 Federal Incame Taxwithheld

99.9999999 5 5
o Emplovers Name, Address, and ZIP code 3 Social security wages 4 Social security tax withheld
JANE DOE g ¥
123 ANYWHERE STREET S Medicare wages and tips E hedicare tax withheld
ANYTOWHN, ST 99999 5 i

T Social security tips g Allocated tips

b b
d Emploves's Social Security Number* 9 Advance EIC payment 10 Dependant care benefits
] ; ;

& Employee's First Name, Middle Initial, Last Name and Suffix
T
Middle: I

Last I

Suffix: I

11 Hongqualified plans:
Section 457 distributions or contributions

§

Mot Section 457 distributions or contributions
b

123
Code:

-

[

Social Security Administration
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W-2 Online

F Employes's Address

12b

Address Statutony Retirement Third-party Code:
Line 1: employes plan sick-pay =
Address l_ B I_
Line 2: $| I

-
cie” | 14 Other 120
U.5. Addres= OR a Foreign Address Cides
Country: 5 =
% i |Un|ted States j Description | -
State ! Amourt $I I $I I
EI’D'\"IHCE. e

. Code:
Zip! =
Postal I Zip Ext (U.S.Dnly):l Description I
Code: © At ] 3] ]
15  Employers 16 17 18 13 20
State I number State mages, tips, etc. | State income tax Local wages, tips, etc. Local income tax Locality name

3 [ |s [ ls L] |4 ]

] 3 ] s s 1 |4 ]

Options

Hew W2 |

Keep this W-2 and create anather YWi-2.

Done |

Keep this W-2 and review a list of W-25 you have entered.

Cancel |

Abandan this W-2 and review a list of Yy-25 you have entered.

Step 12: Enter the W-2 data in the appropriate boxes.

Step 13: Select New W-2 to save this W-2 information and create another W-2. Select the
Done button to save this W-2 information and proceed to the W-2 Online Data
Review for Tax Year 2004 page. Select the Cancel button to delete entries made to

this W-2.

You can enter a maximum of 20 W-2s per report. When entering your 20" w-
2, the system will no longer display the New W-2 button.

Step 14: After you select New W-2 or Done, you may receive an alert. If so, you will need to
review your data and make any corrections or select an override response for each
alert. Then, select Done or New W-2 to proceed to the W-2 Online Data Review for
Tax Year 2004 page.

Social Security Administration
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s Social SecurityOnline

~iii - Business Services Online
ﬁW—Q oOnline Helpl|

W-2 Online
Data Review for Tax Year 2004

This wage report is being prepared for:
EIN: 999999999

JAME DOE
123 AMTMWHERE STREET

ANMYTOWMYMN, ST 99999

| | ssN | Name | Options
| 1. |123-45-5T89 | JOM Q. PLIBLIC | View | Edit #1 Delete #1
Options
Hew V.2 Create another W-2.
Edit Employer Info Chanoe the employer information you entered.
GotoW.3 Wiew yaur Form Wi-3 totals. From here you can submityourwage repor, print
wourwage report, or return to the W-2 Online Data Review page.
Exit W-2 Online without finalizing vour annual wage report. Your emplayer
Save and Quit information and Forms W-2 will he saved until 1201052004,
Moo This is not an extension of the fiiing deadiing.
Exit W-2 Online without saving any data entered. This will DELETE your entire
Quit and Delete repot, including your employer inforrmation and Forms W-2 fraom this session.
Thiz includes any previously unsubmitted Wy-2 Online reports,

Step 15: Select the View/Edit button next to the appropriate record to view or edit the W-2
data. If you want to delete the W-2 data, select the Delete button next to the
appropriate record.
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Step 16: Select one of the following options: New W-2, Edit Employer Info, Go to W-3,
Save and Quit, or Quit and Delete.

Step 17: Select the Go to W-3 button to review your W-3 wage data. The system displays
your W-2 Online Form W-3 for Tax Year 2004 for your review.
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W-2 Online

LsA
. il

AW -2 Online Help

Social SecurityOnline
Business Services Online

W-2 Online

Form W-3 for Tax Year 2004

@ Control Mumber For Official Uzse Only
OB No. 1545-0008
b Kind of pawer 1 Wageas, tips, othar compensation 2 Federal Income Tax withheld
$15,000.00 $150.00
941 - Regular ] ] ] ¥ )
3 social security wages 4 social security tax withheld
$3,455.00 $213.00
C Total number of Forms M2 d Establishment number H Medicare wages and tips B Medicare tax withheld
1 $10,000.00 $0.00
B Employer identification number ¥ Social security tips 8 Allocated tips
999999999 $5,000.00 $0.00
Efvrlopstsmameidenamticlt o ds 9 Advance EIC payment 10 Dependant care benefits
JANE DOE $000 $000
123 ANYWHERE STREET 1" Monqualified plans 12 peterred Compensation
ANYTOWN, ST 99999 $0.00 $0.00

13 Farthird-party sick pay use anly

14 Income tax withheld by payer of third-party sick pay

h Other EIN used this wear
15 state Employers state |D number 16 state wages, tips, ete. 17 State income tax
18 Local wages, tips, eto. 19 Local income tax

s T | s[— T

Contact person

JAN PUBLIC

Telephone number

1235550102

E-mail Address

Fax Humber

Options

Under penalties of perjury, | declare that | have examined this return and accompanying documents and,
to the best of my knowledge and belief, they are true, correct, and complete. By Selecting the "Submit
Wage Report” button below, | affirm that the above statement is true and wish to submit my annual wage
report to Social Security Administration now.

Submit Wage Report

Submit this Tax Year 2004 wage report to the Social Security Administration.

Your Farm W-3 must recancile with the Forms 941, 943, or Schedule H that you
filed with the Internal Revenue Service.

Nate: You will be given an opportunily to download a data file needed to print
Your Form WR3 and Forms WE2,

No test feature Ja provided for W2 Online. Selecting this button will cauae your
data to be submitted.

Print your unsubmitted Tax Year 2004 wage report.

Online Data Review Page

plntaneenon Note: Selecting this option will not subimit wour wage report to the Social Security
Adiministration.
Return to W-2 Return to the W-2 Online Data Review Page to review and/or edit your wage

report.

Social Security Administration
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Step 18: Select one of the following options on the W-2¢ Online Form W-3c:

Submit Wage Report button to submit your wage information. Go to Step 19 for
more information.

Print Wage Report button to print or preview your wage report prior to submitting
it to SSA. Go to Step 23 for more information.

Return to W-2 Online Data Review Page button to edit your data. Go to Step 28
for more information.

Step 19: Select the Submit Wage Report button on the W-2 Online Form W-3 for Tax Year
2004 page. The system submits your W-2/W-3 wage data and displays the W-2
Online Receipt Acknowledgement for Tax Year 2004 page along with the print
pop-up window. Select the OK button to print the W-2 Online Receipt
Acknowledgment page.

Microsoft Internet Explorer x|

o Your file submission was successful,
- Wie recommend thak wou prink of save
a copy of this Receipt Acknowledgment
ak this time. Select OK ko prink now,

Ik I Cancel

Otherwise, select the Cancel button to close the pop-up window.
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i’ﬁ Social Security Online
s Business Services Online

|iw—2 Online Helpl

W-2 Online
Receipt Acknowledgment for Tax Year 2004

Date: 11-Sep 04 Time: 10:23 AM Eastern Time

Your Annual Wage Report has been submitted to the Social Security Administration.
Please do not send us paper forms.

This annual wage report was submitted for:
Employer Name: JANE DOE
EIN: 339999999

Your Wage File Identifier (WFID) is KUL418.

The WFID is a number associated to your submission for tracking purposes. You can check on
the status of your submission by selecting

View Submission Status/ Enors S Molice Informafion on the BSO Home Page and looking for
this WFID.
IMPORTANT! Do the following before proceeding:

1. Use your browser menu to save or print this acknowledgment of receipt for your records.

2. Right-click on the file link belows (or tab to it and press Shift + F10) and select Save Asto
download your W-2 /W3 file. Depending on your computer's configuration, this download
could take 5 minutes or longer. You will need Adobe Acrobat Reader to print your Forms W=
2 and Form W-3. Acrobat Reader version 5.0 is recommended. If this software is not
installed on your computer, fallow this link to download it from Adobe's free download page.
Mote: You can also open the file in Acrobat Reader from its current location without
downloading it To open the file from its current location, left-click on the WHEID {or tab to it
and press Enter).

Employers are required by law to keep copies of Forms W-2 and W3 for 4 years.
This file will continue to be availakle through 101112004 by selecting Download Submitied
W.2= from the ESO Home Page. After this date, it will be discarded.
KUL418.pdf
For Employer records only! Do not send this form to the Social Security Administration.

The information contained on this form was submitted to the Social Security Administration on 11-
Sep04

The Wage File ID (WFID) assigned to this submission is KIUL418,

Continue 1

Social Security Administration Page 14 of 27



BSO Tutorial — Tax Year 2004 W-2 Online

Step 20: Right-click the file link to save the wage file.

Step 21: Select Save Target As option from the browser menu to save the file. (Otherwise,
select the Continue button.)

Your wage file will be available for you to review under your BSO account until
the date displayed on your Receipt Acknowledgement.

Step 22: Select the Continue button. The system displays the W-2 Online Thank You page.

fm Sodial Security Online
i - Business Services Online

EW—Q Online Help|

W-2 Online
Thank You

Thank you for using YW-2 Online.

If you have not saved your file, right-click on the filename below (or tab to it and press Shift +
F10) and select Save Asto save your Form W3 and Form W-2 information on your computer.

KUL418.pdf

This file will continue to be available through 10/ 172004 by selecting 'Download Submitted W-2<'
from the ES0 Home Page.

After you have saved your file, fallow this link to download Adobe Acrobat Reader if this software
is not already installed onyour computer. You will need Adobe Acrobat Reader (version 5.0 s
recommended) to print your Form W3 and Forms W-2.

BS0O Home Page
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Step 23: Select the Print Wage Report button on the W-2 Online Form W-3 for Tax Year
2004 page to print the wage report. The system displays the W-2 Online Report
Print page.

fﬁvﬁ Social Security Online

i Business Services Online

W-2 Online
Report Print

Your annual wage report has NOT been submitted to the Social Security Administration.

You can view, print, or save your Form W-3 and Forms W-2 using Adobe Acrobat Reader {version
5.0 is recommended)

If the above software is already installed on your computer, select the Prinf Preview link below to
open it with Acrobat Reader.

Print Preview
If the above software is not already installed on your computer:

1. Right-click on the Print Preview link {or tab to it and press Shift + F10).
2. Select Save As to save your Form W3 and Form W-2 information on your computer.

Depending on your computer's configuration, this download could take 5 minutes or longer
After you have saved your file, follow this link to download Acrobat Reader from Adobe's free
download page.

QOptions

Under penalties of perjury, | declare that | have examined this return and accompanying documents and, to the best of
my knowledge and helief, they are true, correct, and complete. By selecting the Submit Wage Report button below, |
affirm that the above statement is true and wish to submit my annual wage report {o the Social Security Administration
now.

Submit this Tax Year 2004 wage report to the Social Security Administration.

. *Your Form -3 must reconcile with the Farms 941, 943, or Schedule H that you
Submit Wage Report filed with the Internal Revenue Service.

Note: You will be given an opportunity 1o download & data file needed to print
vour Form W-2 and Forms W82,

View your Form V.3 totals.

Return to VW-3
Frorn here you can submit your annual wage report, print your wage report, or
return to the ¥W-2 Online Data Review Page.
Return to W.2 Return to the W-2 Online Data Review page to review andior edit your wage
Online Data Review Page report.
Exit W-2 Online without finalizing wour annual wage report.
Save & Quit

Your emplover inforrnation and Forms W-2 will be saved until 121002004,
Note: This is not an extenaion of the filing deadling.

i Exit W-2 Online without saving any data entered. This will DELETE vour entire
Quit and Delete report, including vour employer information and Forms W-2 from this session.
This includes any previously unsubmitted W-2 Online reports.
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Step 24:

Step 25:

Step 26:

Step 27:

Step 28:

If you do not have Adobe Acrobat Reader on your computer, you can
download it by selecting “‘follow this link” near the top of the page.

Select the Print Preview link. The system displays the compiled Forms W-2 and
W-3.

Select File>Print from the menu bar or select the Print icon from the tool bar to
print your Forms W-2 and W-3.

Select File>Close on the menu bar after printing to close the window. The system
returns you to the Print Preview page.

Select the appropriate button on the Print Preview page. There are options on this
page that will allow you to submit your wage file to SSA, return to the W-3 page,
return to the W-2 Online Data Review page, save your data, or quit and delete your
data.

Select the Return to W-2 Online Data Review Page button on the W-2 Online
Form W-3 for Tax Year 2004 page to edit your W-2 data. The system returns you to
the W-2 Online Data Review for Tax Year 2004 page.
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Lesson 2: Resume Unsubmitted W-2s

Follow the instructions below to continue working with W-2 Online reports that you have
saved but not yet submitted. SSA will delete any saved reports that you do not submit or
update within 90 days. All unsubmitted Forms W-2 will be removed on December 31.

You may have up to five saved reports. Each report may contain up to 20
Forms W-2. If you have any unsubmitted reports, the system will
automatically display the unsubmitted W-2s upon entering W-2 Online.

Step 1: Point your browser to the Business Services Online Welcome page:
www.socialsecurity.gov/bso/bsowelcome.htm.

Step 2: Select the Login link on the Business Services Online Welcome page. The system
displays the General Login Attestation page.

- Business Services Online

General Login Attestation
User Certification for SSA Business Services Online
| understand that the Social Security Administration (SSA) will validate the information | provide against the information in SSA's files.

| certify that:

« | understand that | may be subject to penalties if | submit fraudulent information. | agree that | am responsible for all actions taken
with my PIN.

« | am aware that any person who knowingly and willingly makes any representation to falsely obtain information from Social Security
records andfor intends to deceive the Social Security Administration as to the true identity of an individual could be punished by a

fine or imprisonment, or both.

« | am the individual authorized to do business under this PIM.

By selecting the "l Accept” button, you certify that wou have read, understand and agree to the user certification of Business Services
Online.

IAccept | 1DONOT Accept |

Step 3: Select the I Accept button after reading the conditions defined on the General
Login Attestation page. The system displays the Business Services Online Login

page.
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Somal SecurityOnline

" Busmess Serv1ces Onlme

4 BSO Help

Business Services Online Login

Type your Personal ldentification Mumber {PIN) and password, then select Login.

PIN: I Passwurd:l
Select this link if you forgot your password.

Select this link if you need to complete your phone registration.

Loginl Cancel I

Have a guestion? Call 1-800-7726270 to speak with Employer Custormer Service personnel.
Faor TODVTTY call 1-800-325-0778.

Step 4: Enter your PIN and password.

Step 5:  Select the Login button. The system displays the BSO Home Page. (To return to the
Business Services Online Welcome page, select the Cancel button.)

Step 6: Select the Resume Unsubmitted W-2s link.

P Resumg Unsubmitted W-2s
Continuehfocessing your unsubmitted W-2s.

The system displays the Wage Reporting Attestation page.
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W-2 Online

Social SecurityOnline

f_hﬂ
i, 'Busmess Serv1ces Onlme

Wage Reporting Attestation

User Certification for Wage Reporting via the SSA Business Services Online

| understand that the Social Security Administration (SSA) will validate the information | provide against the information in SSA's files.

| certify that | am the individual authorized to conduct business under this PIN and have the authority to either attest to the accuracy of the
data andfor transmit wage information and to receive employes wage information for the employer.

By selecting the "l Accept” button, you certify that you have read, understand and agree to the user certification of Business Services

Cnline.

I Accept | 1DOMNOT Accept |

Step 7: Select the I Accept button after reading the conditions on the Wage Reporting
Attestation page. The system displays the W-2 Online Unsubmitted Reports for Tax

Year 2004 page.

Socml Security Online

iw—z Online Help

i 'Busmess Services Online

W-2 Online

Unsubmitted Reports for Tax Year 2004

You hawve 2 saved reports that you have not yet submitted.
To resurne a previous report, select the "Wew/ Edit" button next to the report that you wish to continue editing.

To start a new report, select the Start a New Report button below.

Note: Unsubmitted W-2 Online reponts are deleted if you do not resume working with them before the purge

date.

Unsubmitted Reports

Number Save Purge
# Emplover Name EIN of W2s Date Date Options
1. JON Q. PUBLIC 599999959 1 08/18/2004 11762004 view f Edit #1 | Delete #1 |
2. JAM PUBLIC 999393593 2 0941172004 12102004 View | Edit 32 I Delete #2 |
‘ Options
‘ Start a New Report | Start & new W-2 Online Wage Report.
‘ BSO0 Home I Return to the BSO Home Page.
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Step 8: Select the View/Edit button for the specific report to view or modify the report. The
system displays the W-2 Online Data Review for Tax Year 2004 page. (To delete
the report, select the Delete button for the specific report.)

s Socal SecurityOnline

~iii- Business Services Online
ﬁW—Q Online Help||

W-2 Online
Data Review for Tax Year 2004

This wage report is being prepared for:
EIN: 99-9999999

JAME DOE
123 AMNTWHERE STREET

ANYTOWMYMN, 5T 999949

| # | ssN | Name | Options
| 1. |123-45-E?89 | JOm Q. PUBLIC | View | Edit #1 Delete #1
Options
Hew W2 Create another W-2
Edit Employer Info Change the employer information you entered.

Wiew your Form W-3 totals. From here you can submit your waae repor, print

Guto 1.3 yourwage repor, or return to the W-2 Online Data Review page.

Exit W-2 Online without finalizing vour annual wage report. Your employer
Save and Quit information and Forms W-2 will he saved until 1201052004,
Mota: This is hot an extension of the fiithg deadiine.

Exit W-2 Online withowut saving any data entered. This will DELETE your entire
Quit and Delete repor, including your emplover information and Forms W-2 from this session.
This includes any previously unsubmitted W-2 Online reports.
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The Start a New Report button will not be displayed if you have the maximum
number of unsubmitted reports (5). You will have to submit a report for the
system to display the Start a New Report button.

Step 9: Select the Go to W-3 button. The system displays the W-2 Online Form W-3 for
Tax Year 2004 page. Use the options on this page to submit your wage report, print
your wage report, or return to your unsubmitted Form W-2s.
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W-2 Online

T
2 if2 Busmess Serv1ces Online

d'W-2 Online Help

W-2 Online

Form W-3 for Tax Year 2004

ia Caontral Number

Far Official Use Only
OmMB No. 1545-0003

b Kind of paver

1 Wwages, tips, other compensation 2 Federal Income Tax withheld

$15,000.00 $150.00

941 - Regular - - - ¥ .
3 Social security wages 4 social security tax withheld
$3,455.00 $213.00

C Total number of Forms W2 d Establishment number 5 Medicare wages and tips B Medicare tax withheld
1 $10,000.00 $0.00

€ Employer identification number T Social security tips 8 Allocated tips

99.9999999 $5,000.00 $0.00

JANE DOE
123 ANYWHERE STREET
ANYTOWN, ST 99999

Employers name, address, and ZIF code

10 Dependant care benefits

$0.00 $0.00

9 Advance EIC payment

12 Deferred Compensation

$0.00 $0.00

11 Honqualified plans

13 Far third-party sick pay use only

14 Income tax withheld by payer of third-party sick pay

$

h Other EIN uzed thiz year

15 state Employers state 1D number

16 sState wages, tips, ete, 17 State income tax

sl [T | s [

18 Local wages, tips, ete. 19 Local income tax

| I | E— .

Contact person

JAN PUBLIC

Telephone number

123 5550102
E-mail Address Fax Number
Options
Under penalties of perjury, | declare that | have examined this return and acc ing doc ts and,

to the best of my knowledge and helief, they are true, correct, and complete. By Selecﬂng the “Submit
Wage Report” button helow, | affirm that the above statement is true and wish to submit my annual wage
report to Social Security Administration now.

Submit this Tax Year 2004 wage report to the Social Security Administration.

Your Form W-3 must reconcile with the Forms 941, 843, or Schedule H that you
filed with the Internal Revenue Service

Submit Wage Report
Nate: You will be given an opportunily o downioad a data file needed to print
your Form W3 and Forms W2,
No test feature Js provided for W-2 Oniine. Selecting this bulton will cawse your
data o be submitted.
Print your unsubmitted Tax Year 2004 wage report.
IR Naote: Selecting this option will not submit wour wage report o the Social Security

Adirministration

Return to W.-2 Return to the W-2 Online Data Review Page to review andior edit your wage

Online Data Review Page report.

Social Security Administration
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Lesson 3: Download Submitted W-2s

Follow the instructions below to download an Adobe file containing Forms W-2 and W-3 for
a W-2 Online report submitted within the last 30 days.

Submitted wage report files are available for 30 days or until December 31,
whichever comes first.

Step 1: Point your browser to the Business Services Online Welcome page:
www.socialsecurity.gov/bso/bsowelcome.htm.

Step 2: Select the Login link on the BSO Welcome page. The system displays the General
Login Attestation page.

P Social Security Online
=i Business Services Online

General Login Attestation
User Certification for 5SA Business Services Online
| understand that the Social Security Administration (SSA) will validate the information | provide against the information in SSA's files.
| certify that:

« | understand that | may be subject to penalties if | submit fraudulent information. | agree that | am responsible for all actions taken
with my PIN.

« | am aware that any person who knowingly and willingly makes any representation to falsely obtain information from Social Security
records andfor intends to deceive the Social Security Administration as to the true identity of an individual could be punished by a
fine or imprisonment, or both.

o | am the individual authorized to do business under this PIN.

By selecting the "l Accept” button, you certify that you have read, understand and agree to the user certification of Business Services
Online.

IAccept | DO MNOT Accept |

Step 3: Select the I Accept button after reading the conditions defined on the General
Login Attestation page. The system displays the Business Services Online Login

page.
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;f . Social Security Online
i Business Services Online

Social Security’s Business Services Online (BSO

4 BSO Help

Business Services Online Login

Type your Personal ldentification Mumber {PIN) and password, then select Login.

PIN: I Passwurd:l
Select this link if you forgot your password.

Select this link if you need to complete your phone registration.

Loginl Cancel I

Have a guestion? Call 1-800-7726270 to speak with Employer Custormer Service personnel.
Faor TODVTTY call 1-800-325-0778.

Step 4: Enter your PIN and password.

Step 5:  Select the Login button. The system displays the BSO Home Page. (To return to the
BSO Welcome page, select the Cancel button.)

Step 6: Select the Download Submitted W-2s link.

» Download Submitted W-2s
Download a9 ntable version of your subrmitted Forms W-2 and Form W-3. This printable version can be saved to your PC. (This feature is

only available for Forms W-2 and Form W-3 created with VW-2 Online within 30 days of the date of submission).

The system displays the Wage Reporting Attestation page.
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i’ . Social SecurityOnline
mTﬂ" 'Busmess Services Online

Wage Reporting Aftestation
User Certification for Wage Reporting via the SSA Business Services Online
| understand that the Social Security Administration (SSA) will validate the information | provide against the information in SSA's files.

| certify that | am the individual authorized to conduct business under this PIN and have the authority to either attest to the accuracy of the
data andfor transmit wage information and to receive employes wage information for the employer.

By selecting the "l Accept” button, you certify that you have read, understand and agree to the user certification of Business Services
Onling.

I Accept | 1DOMNOT Accept |

Step 7: Select the I Accept button after reading the conditions defined on the Wage
Reporting Attestation page. The system displays the W-2 Online Download for Tax
Year 2004 page with previously submitted wage statements.

5, SoaalSeamﬂOrﬂme
il Business Services Online

EW—Q Online Help|

W-2 Online
Download for Tax Year 2004

Right-click on the WFID (or tab to it and press Shift + F10) and select Save As to download
your W-2 S W-3 file. Depending on your computer's configuration, this download could take &
minutes or langer. You will need Adobe Acrobat Reader to print your Forms W-2 and Form
W-3. Acrobat Reader version 5.0 is recommended. If this software is not installed on your
computer, follow this link to download it from Adobe's free download page.

Mote: You can also open the file in Acrobat Reader from its current location withaut

downloading it. To open the file fram its current location, left-click on the WFID {or tab to it
and press Enter).

WFID Date Submitted Purge Date
KuL41e 0911172004 101172004
kuLzoz  08/18/2004 09/17/2004

BSO Home Page
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Step 8: Right-click the WFID link you wish to download.

Step 9: Select the Save Target As option from the browser menu to download the file onto
your computer.

Adobe Acrobat Reader is required to view your downloaded wage file. If you do
not have Adobe Acrobat Reader on your computer, you can download it by
pointing your browser to www.adobe.com.

Step 10: Select the BSO Home Page link to return to the BSO Home Page.
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